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Q&D - Office of Ecosystems Tribal & Public Affairs Records Disposition Schedules 

to 

they can demonstrate, 

petitioner and the 

2/28/2009

The administrative record is required for issuance of 
draft and final permits for Prevention of Significant 
Deterioration (PSD), Resource Conservation and 
Recovery Act (RCRA), National Pollutant Discharge 
Elimination System (NPDES), and Underground 
Injection Control (UIC), when EPA is the permitting 
authority. The record includes the permit application, 
draft permit or notice of intent to deny, statement of 
basis and documentation, the environmental impact 
statement (NPDES only), comments received during the 
public comment period, public hearing transcripts and 
related documentation, and the final permit.

PSD, and 

06/30/2007

This schedule 
authorizes the 
disposition of the 
record copy in any 
media (media 
neutral). Records 
designated for 
permanent 
retention must be 
transferred to the 
National Archives 
in accordance with 
NARA standards at 
the time of 
transfer.

a broad range of primarily PC-based systems used to 
support administrative or housekeeping functions, 
containing information derived from paper copy records 
or from other electronic data systems disposable under 
NARA's General Records Schedules or an approved 
Agency records schedule. Examples of these databases 
include budget preparation, property management, 
program planning, spending, accounting, activity 

Close inactive records when final decision 
has been issued or when settlement is 
completed.

Destroy 30 years after file closure.

issuance of 

Close inactive records at issuance of 
administrative record.

Destroy 10 years after file closure.

General Records 
Schedule 20/3b(1) 
(Item a) 

General Records 
Schedule 20/3b(2) 
(Item b) 
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3/31/2013

inspections, reports, 

actions.

12/31/2007

08/31/2008

operation of EPA 

shelters, 

b)

12/31/2012

records include all correspondence and related records 
pertaining to the award, administration, receipt, 
inspection and payment of any and all contracts to 
which EPA is a party and which are maintained and 
used by the Agency or Contracting Officer for contract 
documentation and for performance and financial 
monitoring and oversight activities. Also includes 
reviews and audits conducted by the Financial Analysis 
and Rate Negotiation Service Center (FARSC).

Representative (COR)
Formerly called Project Officer (PO)

(COR)

10/31/2008

Destroy when no longer needed for 
administrative, legal, audit, or other 
operational purposes.

Close inactive records at end of year.

Destroy 5 years after file closure.

when report is 

Close inactive records when report is 
completed.

Destroy 3 years after file closure.

when superseded 

Close inactive records when superseded 
or canceled.

Destroy 3 years after file closure.

termination of 

after final 

Close inactive records upon filing of final 
invoice or completion or termination of 
the task order or work assignment.

Destroy 6 years and 3 months after final 
payment for the overall contract.
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because of 
2/28/2011

12/31/2010

2/28/2011

Close inactive records at end of year.

Destroy 10 years after file closure.

upon issuance or 

Archives in 5 

-1235.50 
time.

Close inactive records upon decision to 
not publish or issue.

Destroy 10 years after file closure.

upon completion 

upon completion 

-1235.50 
time.
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-term federal 

broken pipe) 

filed by 

-funded entities. 
correspondence, 

N1-412-07-68/5 

3/31/2009

user

or a combination of 
-line 

distribute 

3/31/2011

Close upon completion of all clean up 
and restoration activities.

Destroy 10 years after file closure.

Close inactive records when final 
decision is written.

Destroy 10 years after file closure.

Delete when no longer needed.

Page 4 of 13R10 InfoPage | One EPA Workplace

10/20/2014http://r10napps3.r10.epa.gov:9876/r10/infopage/infopage.nsf/4bb5d2c2196a420e8825650...



action against a pollution source or discharger. 
Includes correspondence, meeting documentation, 
inspections, field notebooks, evaluations, 
documentation of administrative actions including 
notices of violation, notices of deficiency, 
information requests, warning letters, 
administrative compliance orders, documentation 
of civil and criminal actions, corrective action 
orders, attorney work products, case summaries, 
pleadings, state and local enforcement records, 
settlement documents including consent decrees, 
discovery requests, and notices of intent to sue.

Electronic copy of records transferred to the 
National Archives
Includes cases as designated by the Regional 
Administrator's designee.

12/31/2012

10/31/2008

closure.

completed.

Close file upon transfer to the National 
Archives.

Delete after electronic record copy is 
successfully transferred to the 
National Archives.

upon 

upon 

Close inactive records upon 
completion of project.

Destroy 7 years after file closure.
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5/31/2013

all types of agreements with other federal, state, 
or local government agencies, universities, non-
profit organizations, Tribes, and other 
institutions to which EPA is a party, and that 
support EPA's environmental programs (other 
than Superfund site-specific, and waste water 
construction and state revolving fund grants). 
Specific types of agreements include assistance 
agreements, grants, cooperative agreements, 
interagency agreements, agreements for "guest" 
workers, and other types of program support 
agreements administered by headquarters or 
EPA regions and that provide for research, 
demonstration projects, training, fellowships, 
investigation, surveys, studies, or other types of 
program support activities.

Also includes supporting documentation. Specific 
types of records include, but are not limited to, 
documentation of significant actions and 
decisions relating to and supporting the award of 
agreements, documentation of actions and 
decisions relating to the competition of 
agreements, announcements and solicitations of 
funding opportunities, justifications, requests 
and justifications for the non-competitive award 
of agreements, cost estimates, scopes of work, 
correspondence, applications, pre-award 
reviews, funding decisions, award 
documentation, documentation relating to the 
evaluation of proposals and applications, conflict 
of interest documentation, transmittal 
correspondence, agreements, agreement 
oversight activities, non-compliance 
documentation, dispute documentation, audit 
records, closeout documentation for completed 
agreements; and reports and evaluations 
resulting from agreements.

Excludes: Final products and deliverables (EPA 
258), Superfund site-specific grants and 
agreements (EPA 001), and waste water 
construction and state revolving fund grants 
(EPA 232). 

11/30/2008

04/30/2008

Covered by other schedules

Close inactive records immediately 
after closeout of the agreement. 

Destroy 10 years after file closure.

accordance with 
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input for a 

01/31/2011

information has 

when no 

been 

been 

Delete after the necessary data 
have been incorporated into a 
master file.

Close file after completion of the 
study or report or when canceled.

Transfer to the National Archives in 
5 year blocks 20 years after file 
closure.

Archives 5 

and external 

standards 

Close file upon transfer to the 
National Archives.

Delete after electronic record copy 
is successfully transferred to the 
National Archives.
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statements (EISs)

Includes drafts, final, and any official 
supplemental EISs, record of decision, 
official reference material such as notices 
of intent and availability in the Federal 
Register, comments on EIS documents 
made by interested parties, special studies 
or supplemental material related to the 
EIS.

(EAs)

Includes EA, Federal Register notices, 
findings of no significant impact (FONSI), 
any comments made by interested parties, 
special studies or supplemental material 
related to the EA.

or 

06/30/2007

This schedule 
authorizes the 
disposition of 
the record copy 
in any media 
(media neutral).

authority and UIC exemptions - Nonelectronic
Includes underground injection control (UIC), 
when EPA is the permitting authority and UIC 
exemptions.

12/31/2012

reference 

closure.

Close inactive records upon 
completion of CE.

Transfer nonelectronic records to 
the National Archives 14 years 
after file closure.

Transfer electronic records to the 
National Archives 5 years after file 
closure, with any related 
documentation and external finding 
aids, as specified in 36 CFR 
1228.270 or standards applicable 
at the time. Delete EPA reference 
copy 14 years after file closure.

when a well 

if the 

Close inactive records when a well 
has been properly plugged, 
abandoned and terminated per EPA 
requirements; or when a permit 
application has been denied or 
withdrawn; or when a 
determination has been made that 
a permit is not required or if the 
permit has been issued and not 
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disposal.

06/30/2007

06/30/2007

Original artwork - Special projects. Includes 
artwork used in Congressional hearings, 
budget presentations, summary review 
conferences, technical briefings, 
presentations to the public such as 
speeches, releases to news media, 

Development, 
07/31/2007

Contact Joyce 
Aoyama X3-2595 
for more info.

transferred to 

when no 

Close inactive records at permit 
renewal or termination 
(revocation or expiration) or at 
end of calendar year.

Destroy 5 years after file closure.

Close inactive records at end of 
year.

Destroy 10 years after file 
closure.

Close inactive records when 
superseded.

Destroy 1 year after file closure 
or when no longer needed.

after 

completed.

Close inactive records at end of 
year.
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12/31/2010

relating to the development, review, and 
approval of published and unpublished 
rules and regulations pursuant to 
environmental legislation passed by 
Congress. Records include drafts of 
proposed regulations and guidelines, the 
final regulations and guidelines, public and 
internal comments including concurring 
and dissenting opinions, OMB request for 
comments, hearing transcripts, meeting 
minutes, background documents and other 
technical support material generated 
during the process to develop and approve 
the regulation, standard, or guideline, 
along with current indexes of documents 
both included and cited as precedent. Files 

06/30/2007

This schedule 
authorizes the 
disposition of 
the record copy 
in any media 
(media neutral). 

Close inactive records when no 
longer needed or obsolete.

Destroy 3 years after file 
closure.

at end of 

at end of 

specified 

time.

transferred 

Close inactive records at end of 
year.

Destroy 3 years after file 
closure.

Close inactive records upon 
promulgation of rule or approval 
of guideline.

Transfer nonelectronic records to 
the National Archives 20 years 
after file closure.

Transfer electronic records to 
the National Archives 5 years 
after file closure, with any 
related documentation and 
external finding aids, as 
specified in 36 CFR 1228.270 or 
standards applicable at the time. 
Delete EPA reference copy 20 
years after file closure. If record 
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standards, and guidelines

include 

zone 

Final 

scheduled 

03/30/2007

This schedule 
authorizes the 
disposition of the 
record copy in any 
media (media 
neutral). 

01/31/2011

inventories, 

03/30/2007

used by Agency personnel in planning, 
preparing, writing, arranging, and 
conducting training programs for EPA and 
non-EPA employees, including state and 
other federal agency personnel. Records 

04/30/2012

Close inactive records upon 
decision to not publish the 
regulation, standard, or 
guideline.

Destroy 10 years after file 
closure. If record is microform, 
destroy paper after quality 
assurance is completed.

Close upon completion of 
study.

Destroy 7 years after file 
closure.

at end of 

of 

Close file upon transfer to the 
National Archives.

Delete after electronic record 
copy is successfully transferred 
to the National Archives.

Close inactive records at end of 
year.

Destroy 10 years after file 
closure.

Close inactive records after 
course or material is 
superseded.
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correspondence, training participation 
surveys and rosters, instructional 
materials, manuals, and other training 
aids.

Excludes: Records for training 
administered by the Personnel 
program scheduled as EPA 571.

Includes training course plans and 
materials used for personnel and 
management training unrelated to 
the environmental missions of the 
Agency.

materials Nonelectronic.
Includes training course plans and 
materials used for training in 
functions or activities related to the 
environmental goals of the Agency 
and its programs.

materials - Electronic. Includes 
training course plans and materials 
used for training in functions or 
activities related to the 
environmental goals of the Agency 
and its programs.

Nonrecord copy
(NONR 008A) 

a. Close when obsolete, 
superseded or no longer needed 
for reference, then destroy

NOT APPLICABLE

file - Electronic
Includes official Agency comments 
made pursuant to Section 309 of the 
Clean Air Act regarding environmental 
impact statements (EISs), regulations, 

1/31/2011

Close file upon transfer to the 
National Archives.

Delete after electronic record 
copy is successfully 
transferred to the National 
Archives.

Close inactive records upon 
completion of project review 
after final comment issuance.

Transfer to the National 
Archives 5 years after file 
closure, with any related 
documentation and external 
finding aids, as specified in 36 
CFR 1235.44-1235.50 or 
standards applicable at the 
time.
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02/14/2007

Close file when comments 
are summarized.

Destroy after file is closed.

Close inactive records after 
rejection or withdrawal.

Destroy 3 years after file 
closure.
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